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MINGTES OF STAFF MEETIRG
ADMIWISTRATIVE STAFF CHIEFS

19 Janusry 1953

l. Colonel White observed that the emergency force lists of the wveriocus
adninistrative offices are not current and divected each office to bring them

up to date immediately and razport accomplishment of this by telephone to
25X1A9A  [ESEEEEEREE-> 1ete- then 26 Jamuary.

2. 'The relationship of the Assistant Director {Persomnel) and the Persomnel
Director wes ¢larified. Colonel White stated that although the differcnce of
title was unique in the Agency the Personnel Director is a full deputy to the
Assistant Director {Personnel)

3s Colonel White commented on the problem of Agenecy personnel quoting
Mr, Wolf or himself as to their apuroval of some particular action. He directed
that the administrabive offices should not act on heresay but only upon direct
personal, cral, or written instructions, and, at the very lemst, confivmetion
shauld be cbtalned from Mr. Wolf or Colonel White by telephone.

The reverse of this problem elso was discussed. Subordinates in
aduinistrative offices have been reported ss saying, "This is CK if you get
permission Lyrom the DD/A." When i1 is determined thet higher administrative
approval is requlred, thae request for such approvel will be made through admin-
istrative channels. Operating representatives will not be asked or expected
to seek such higher auvthority direetly.

L, The Chief, Organization and Methods Service, was asked to consider
the problem of distridbution of sensitive Agency issuances to give proper at-
tention to the principle of "need to know."” It was indicated that possibly
better use of "special distribution” is the answver.

5. The example of a delayed shipment, which when finally delivered was
no longer necded, was used to point up a2 principle which should be observed
by all administrative offices, that of checking to be sure that proper Ffollow-
up on advice 1o the field is maede although ecognizing that field advice is
the responsibility of the ares division concerned. Mr. Wolf pointed out that
regardless of the chennels the DD/A is responsible for all administrative
support, and every effort must be mede by the administrative offices to insure
that such metters are properly and expediiiously handled. He emphesized, bow-
ever, that such esction must be taken through the proper channels.

6. The procedure for the preparation of administrative plems for projects
under the provision of Section 9.4 of the CFR was clerified. The Project Admin-
istretive Plamning Steff (PAPS) is responsible for presenting to CAC/DDP
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coordinated draft plans. The administrative Plans will only be produced in the
roughest outline by the operating offices concerned., The separate parts of
such plans, i.e., procurement, funds, persomnel, etc., will be produced by the
central administrative offices concerned and the coordinated whole by PAPS,

Such plans will then be presented to the CAO/DDP for his approval., If satis-
factory to him, the plans will then bz authorized by the Deputy Director {(Admin.
istration} as being coordinated administrative plans which can be supported by
the central administrative office. Upon authorization by the BH/A the plans
will then go to the DD/P for his final approvel.

fJothing in this procedure is to be construed as denying assistance from
the area division or administrative office to PAPS in the preperation of the
plens, but the decision has been made and will be honored that PAPS is respon-
sible for the preparation of such Plans., Colonel White commented further that
the plans should be tightened up and that they must be complete whether any
vartleulsr item in question bhas happened or is to happen,

Colonel White observed that clarity and effectiveness would be served
by preparing the plans by sections » 1.e., persomel, fipance, procurcment, ete,,
rather than preparing them in a continuocus narrative form. It was observed
thet too mueh time is being spent in the preparation and coordination of such
plens, and it was directed that representetives sent from administrative offices
to committees on the preparation of plans must have authority to act for their
offices. Individuels in administrative offices who are to be focal points for
administrative planning for projects must have authority to act. This does not
deny the prineiple of referring to the chiefs of the offices concerned on issue
woich the representeatives do not feel competent to settle, This should be done »
however, in the courses of the preparation of the plans and should not weit until
e package is complete. It was further directed that the office represemtatives
should sign a concurrence sheet for any plans in which they have participated.
It wes divected slsc thatl the primery responsidbility for eny action siould be
#iven, vhenever possible, to a single office » Providing for sueh assistence or
concurrence as is necessary. Mr. Wolf summarized by saying that the DD/A‘s
signature on the plans was the assurance to the DD/P that central administration
could support them as written if apuroved by the DD/P, '
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